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3620 Northome Avenue
Wayzata, MN 55391

612-920-3320 x103
tessia@daviddrown.com

March 21, 2022

Human Resources
City of Maple Grove
12800 Arbor Lakes Parkway
Maple Grove, MN 55369
humanresources@maplegrovemn.gov
Telephone: 763-494-6015

RE: Proposal for Job Classification and Compensation Study

Dear Sir or Madam:

We are pleased to be invited to submit a proposal to complete a classification and compensation study for
the City of Maple Grove.  In the pages that follow, we have briefly provided information about DDA 
Human Resources, our staff credentials and experience, staff members assigned to your study, a detailed
description of services to be provided and various levels of project scope per market analysis.  The cost 
for each option is as follows:



Page 3 of 28
Maple Grove, MN:  Classification and Compensation Services Proposal

CONTENTS OF THIS PROPOSAL
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Mark Goldberg, MA-HRR 
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BA, MAPA, and JD degrees, with further education in public administration. She is an avid supporter of 
professional organizations, serving on the state and national levels. She loves making new connections 
and looks forward to helping you find answers and ideas. Melanie is one of our AMC Human Resources 
Technical Assistance Program staff.

George Gmach

George has been doing classification and compensation study work in Minnesota for 30 years.  He 
worked with the Stanton Group for 12+ years with management responsibility for salary and benefit 
surveys and compensation consulting.  His experience has crossed multiple industries and included 
private, non-private and public sectors.  George also worked at Employers Association and its successor 
for 16 years.  During his career, he has designed and conducted several hundred compensation and 
benefit surveys and has implemented multiple compensation programs in large and small organizations 
across all sectors.  He designed and modified job evaluation systems and implemented them in the public
sector.  He has worked with the Minnesota Pay Equity Statutes since their inception.  In addition, he is a 
military veteran who served as a combat medic in Vietnam. 

REFERENCES

Reference #1:  City of Golden Valley, MN

mailto:ksantelices@goldenvalleymn.gov
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Contact: Sheila Huber, Director of Human Resources,  507-387-8676 
shuber@mankatomn.gov

Contract Dated: April 2021 

mailto:rpeleski@townofthomson.com
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Proposed Services
Introduction and Project Orientation (Included in all options)

1. Project Initiation Meeting: Facilitated by DDA HR with applicable stakeholders as 
appropriate (1) to address current issues related to compensation, pay structure, 
policies, philosophies, and strategies, (2) to discuss the strengths and weaknesses of the
current compensation system and (3) to identify possible barriers to implementing and 
maintaining change.

2. Information Collection: Organization & salary material collected, including an employee 
roster, detailing key information (salary, job title, pay grade, etc.).

3. Project Administration: Meeting with Project Team to develop and confirm detailed 
project schedule and review system history/materials.

4. Define Communication Strategy: Partner with the City to design a communication 
strategy that combines best practices in the industry with practical applications and 
tools. 

5. Employee Orientation Sessions (optional): Conducted virtually, with one session 
recorded so any employee who is unable to attend can see the information presented.

6. Job Description Review: We will undertake a general review of your existing job 
descriptions and recommend changes to assure compliance with ADA and other State 
and Federal Requirements. We can rewrite any job descriptions for an additional cost.

Rewrite Job Descriptions (included with full Classification and Compensation Study and Ongoing 
Maintenance, but can do jobs as needed for $150)

7. Review of Current System: DDA HR will review current job descriptions and provide any 
comments on any recommended changes. 

8. Position Analysis Questionnaire (PAQ)- DDA will work with you to design a PAQ that 
reflects your needs. This document is critical to the process as DDA will use it to create 
the job descriptions and to evaluate all positions.

9. We will distribute a position analysis questionnaire (PAQ) to all employees and their 
supervisors, asking them to outline all the important requirements for and duties of the 
job.

10. Based upon the information on the PAQs, the job description for each position will be 
updated or rewritten in standardized format developed with and approved by the Project 
Team.

11. Employees and supervisors will be asked to review the new job descriptions, and we 
will guide a controlled process for employees to appeal the content of descriptions 

We approach compensation study 
work as a practical, common-sense
process 
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before they are finalized.
12. Addition job descriptions may be added to provide for internal promotional 

opportunities, or jobs may be consolidated to make administration easier.
13. Final job descriptions will be submitted for final approval by department heads, the 

Project Team and governing board.  

14. Job Description Appeal Process: Once jobs descriptions are completed, employees and
supervisors will review. If changes are needed, they will complete a Job Description 
Appeal form.

15. DDA will review appeals and work with Project Team and employees to create 
consistent results.

Job Evaluation (Included in full class and comp study and ongoing maintenance, or additional charge 
per position)
Job classification is a series of decisions about how a position is valued within an organization.
Each factor requires a decision as to how the job under consideration will be rated using levels 
that are increasingly complex and of great impact, frequency, or quantity.  We look at the job 
rather than the employee.  Jobs are evaluated as they exist, or as the management plan says 
that they should exist, to meet the needs of the organization.  

DDAHR is unique in our willingness and ability to utilize a variety of job evaluation systems 
used by the various compensation consultants to classify and score your jobs.  If you are 
committed and satisfied with the system you have, we will work with you using your system.

16. We will assign each position a numeric score, which reflects the relative importance of 
the job to the organization.

17. We will work with the Project Team to organize jobs with similar point totals into a 
series of Grades.  

18. We will provide staff with materials to communicate results to employees.
19. Our Job Evaluation Tool (JET) identifies and examines the following aspects of all job 

positions
o Experience and Education needed for the position. This includes licenses and 

certifications.
o Decision Making and its impact on the job, division, department, and 

organization.
o Problem Solving and its impact on the organization and budget. We also include 

14 aspects of supervision.
o Mental and Physical Effort of the Job
o Relationships and Communications
o Conditions and Hazards of the job

20. Our Decision Authority Ranking (DAR) is a decision-based model that looks at a job 
from a different perspective:

o This system states that every job, from a mayor to a custodian, needs to make 
decisions in his/her role and those decisions can be quantified

o DAR then examines the complexity of the duties performed compared to other 
substantially similar positions.
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o Aspects of the job such as working conditions or certifications can increase the 
complexity of the evaluation.

21. In the ongoing maintenance plan, we will review 1/3 of the jobs each year over the 3-year
period.

22. DDA HR will partner with the City to design a structure that aligns internally. However, 
we strongly recommend an appeal process should an employee feel that their position 
was assigned an incorrect grade. We will provide forms and a process for the City to use 
for these appeals with all appeal decisions reviewed by Council.  

23. DDA HR will conduct analysis of existing classifications and provide recommendations 
on any changes to current classification plan, to include recommendation of standard 
classification and titling conventions. 

24. DDA HR will review exempt and non-exempt designations to ensure they are appropriate
for classifications and make recommended changes, where appropriate.

Market Analysis (included in all options)
25. MN Data: DDA HR, in collaboration with the Project Team, will (1) confirm the labor 

market, (2) identify comparable organizations and gather data from various sources 
including the League of MN Cities, the Association of MN Counties and our roster of data 
from previous clients. We will work with the Project Team to select a group of 
benchmarks who you compete for talent, organizations that are similar to your services, 
and organizations that have similar factors including population, tax capacity, budget, 
number of employees and others as directed by the Project Team. 

26. We will collect detailed wage information on all jobs that you have in common with 
these communities 
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identify opportunities for simplification and reduction in pay compression and (3) 
recommend updates to the existing pay structures or develop pay structures.

o We will provide recommendations and options for either an adjustment of your existing 
compensation plan, or a replacement plan that produces a better match with your 
compensation philosophy.

o We will fine tune the plan to establish fair and equitable compensation relationships 
within and outside the organization that are workable within a union and non-union 
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Ongoing Maintenance
This exclusive DDA Human Resources, Inc. program is designed to eliminate the need for large 
classification and compensation study every 4 to 6 years. Services include everything needed to 
keep a freshly updated compensation plan perpetually current. We find that over half of larger 
communities who have completed a compensation study with DDAHR have opted to convert to 
this management approach. Our ongoing maintenance scope generally includes a three-year 
commitment and includes the following services:
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PROPOSED TIMELINE

Key Milestones Completion Week
of

Introduction and Project Orientation; collect organizational information (roster, 
org charts, policies, etc.) 4/25/2022

Discuss compensation philosophy 4/25/2022

Creation of communication strategy 4/25/2022

Develop list of comparable organizations 4/25/2022

Finalize list of comparable organizations 5/9/2022

Kickoff Presentation to Staff 5/16/2022

Collection and verification of data 5/23/2022

Competitive analysis performed 5/23/2022

Initial Review of market data 5/23/2022

Finalization of market data 6/6/2022

Begin discussion of existing job evaluation method and alternative options 4/25/2022

In depth review of options for job evaluation methods 5/9/2022

Selection of appropriate job evaluation method for the City 5/23/2022

DDA evaluates jobs using structured job evaluation tool 5/30/2022

Finalization of job evaluation with review from organization 6/13/2022

Development of new structure of grades and ranges 6/27/2022

Transition options and next steps/costs outlined 7/4/2022

Finalization of new structure 8/1/2022

System testing for equity and fairness 8/8/2022

Presentation to staff and Council 8/22/2022

System Adoption/Presentation to Full Board 8/29/2022
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PROPOSED FEE FOR SERVICES

Our fees below are based on a compensation plan with 106 job descriptions. The various options listed 
are all 
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OUR CLIENTS

53 City Classification and Compensation Study Clients

Aitkin Glyndon Mayer St. Paul Park

Audubon Golden Valley Medford Staples

Brainerd Granite Falls Medina Thief River 
Falls

Breezy Point Harmony Minneota Victoria

Caledonia Hawley New Ulm Warroad

Cannon Falls Howard Lake North St. Paul Watertown

Clarks Grove Kasson Olivia Waverly

Crosby Lake Elmo Pequot Lakes Zumbrota

Detroit Lakes Lake Park Pierz

Dundas Lakefield Pillager

East Grand Forks Lanesboro Preston

Eyota Little Canada Rochester

Fairfax Mahnomen Rockville

Fridley Mantorville Royalton

Gaylord Mankato St. Augusta

32 County Classification and Compensation Study Clients

Benton County Le Sueur County

Big Stone County Mahnomen County

Brown County Morrison County

Clay County Mower County

Cook County Murray County

Chippewa County Olmsted County

Dodge County Polk County

Douglas County Rice County

Fillmore County Rock County

Freeborn County St. Louis County

Goodhue County Swift County

Houston County Wadena County

Hubbard County Waseca County

Jackson County Wilkin County

Koochiching County Yellow Medicine County
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SUPPORT FROM THE CITY

There are several key areas where the City can assist with the Study. The first is by providing in a timely 
manner all the key information we would need to complete the project. This could include an employee 
roster, job descriptions, organizational charts, or any policies/procedures that pertain to Compensation. If 
we have any questions about the job descriptions once we review them, we will turn to experts in the City,
often the HR department, to have those questions addressed. Being able to have regularly scheduled 
meetings, to make sure the City is aware of the progress in the Study, is also critical for project success. 
When we evaluate the positions, we will partner very closely with the City, and especially with the HR 
Department, to make sure we understand all of the nuances of the jobs and to design a structure that 
accurately reflects the internal hierarchy within the City. Finally, we would need to City to provide 
feedback and/or decisions at certain key points in the process such as the selection of comparable 
organizations or which job evaluation methodology is to be used in order to complete the survey in the 
timeline provided. 
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APPENDIX
SAMPLE FINAL REPORT

INTRODUCTION
Chippewa, Minnesota, retained David Drown Associates to conduct a classification and compensation 
study for all county positions. The study represents a comprehensive review of the components that affect
the County
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benchmark communities.

UPDATED JOB DESCRIPTIONS AND
CLASSIFICATIONS

Chippewa County maintains a staff of one hundred-forty (140) full-time employees and some seasonal 
workers.  Jobs are organized into sixty-six (66) job titles, with job duties and requirements outlined by job 
descriptions that have not been updated for some time. 
DDA
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Job Title

Old 
Chippewa
MIN

Old 
Chippewa
MAX

Bench 
MIN

Bench 
MAX

OLD Min
% of 
Bench 
Min

OLD 
Max % 
of Bench
Max

Office Support Specialist $15.36 $21.27 $15.80 $22.31 97% 95%
License Bureau Clerk I $17.09 $23.65 $16.23 $24.83 105% 95%
Accounting Technician $17.09 $23.65 $16.86 $23.32 101% 101%
Deputy Auditor / Treasurer Tax $18.31 $25.33 $19.41 $26.03 94% 97%
Deputy Recorder $18.31 $25.33 $18.77 $26.03 98% 97%
Executive Secretary $18.31 $25.33 $18.09 $25.17 101% 101%
Heavy Equipment Operator $18.31 $25.33 $18.58 $24.97 99% 101%
Case Aide $18.31 $25.33 $18.34 $25.65 100% 99%
Jailer/Dispatcher $18.31 $25.33 $19.12 $27.85 96% 91%
Eligibility Worker $19.67 $27.23 $18.81 $26.31 105% 103%
Child Support $19.67 $27.23 $20.25 $28.25 97% 96%
Highway Accountant Office 
Manager $19.67 $27.23 $20.99 $27.44 94% 99%
Highway Technician II $19.67 $27.23 $21.75 $28.35 90% 96%
Deputy Assessor-Appraiser 2 $21.27 $29.44 $21.02 $27.84 101% 106%
Shop Foreman $21.27 $29.44 $20.66 $27.93 103% 105%
Working Crew Foreman $21.27 $29.44 $21.09 $27.41 101% 107%
Environmental Technician $19.67 $27.23 $21.79 $28.88 90% 94%
License Bureau Director $22.87 $31.64 $20.78 $28.78 110% 110%
Senior Deputy Assessor $22.87 $31.64 $23.55 $31.84 97% 99%
Senior Deputy AT Tax $22.87 $31.64 $23.28 $29.65 98% 107%
Highway Technician I $22.87 $31.64 $22.75 $31.05 101% 102%
Social Worker $22.87 $31.64 $23.78 $33.16 96% 95%
Deputy Sheriff $24.45 $33.85 $23.09 $30.91 106% 109%
IT Systems Administrator $24.45 $33.85 $24.96 $34.53 98% 98%
Veterans Service Officer $24.45 $33.85 $22.81 $30.72 107% 110%
Maintenance Supervisor $25.08 $34.71 $25.35 $33.74 99% 103%
Assistant Engineer $25.08 $34.71 $28.09 $36.50 89% 95%
Jail Administrator $25.08 $34.71 $28.51 $39.50 88% 88%
County Recorder $25.27 $34.98 $29.91 $38.29 84% 91%
Chief Sheriff Deputy $30.91 $42.78 $31.52 $43.53 98% 98%
IT Director $30.91 $42.78 $30.07 $41.02 103% 104%
Social Services Supervisor $30.91 $42.78 $30.65 $42.96 101% 100%
County Assessor $32.76 $45.34 $30.90 $42.26 106% 107%
Director of Family Services $34.30 $47.46 $37.09 $51.82 92% 92%
Highway Engineer $37.19 $51.48 $41.67 $54.85 89% 94%
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The above table illustrates the County
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The above graph illustrates current maximum pay rates by benchmark communities. Spotlight 
communities are indicated in orange.

FINDINGS & RECOMMENDATIONS
Evaluation of Current System
Discussions with the Project Team and review of current compensation data indicates that some positions
at the Chippewa County are under compensated in relation to other comparable organizations. Other 
findings indicate a wage problem demonstrated by:
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Title
NEW 
Grade

Office Support Specialist 1

Assistant Veteran Service Officer 2

License Bureau Clerk I 2

Victim Witness Coordinator 2

Accounting Technician 3

Building Maintenance 3

Land Management Office Manager 3

Assessment Technician 4

Deputy Auditor / Treasurer Tax 4
Deputy Auditor / Treasurer Payroll and 
Benefits 4
Deputy Auditor/ Treasurer Drainage and 
Ditch 4

Deputy Recorder 4

Executive Secretary 4

Heavy Equipment Operator 4

License Bureau Clerk II 4

Office Support Senior 4

Support Enforcement Aide 4

Assistant Agriculture and Drainage Inspector 5

Case Aide 5

Chief Deputy Recorder 5

Collection Officer 5
Deputy Assessor-Appraiser 1 5
Highway Technician III 5
Jailer/Dispatcher 5
Child Support 6
Deputy Assessor-Appraiser 2 6
Eligibility Worker 6
Highway Accountant Office Manager 6

Highway Technician II 6

Restorative Justice Coordinator 6

Shop Foreman 6

Working Crew Foreman 6

Building Maintenance Supervisor 7

Environmental Technician 7
Heavy Equipment Operator 1 7

Lead Eligibility Worker 7

License Bureau Director 7

Senior Deputy Assessor 7

Senior Deputy AT Accountant 7
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Support and Collections Specialist 7

Highway Technician I 8

Restorative Justice Manager 9

Senior Deputy AT Tax 8

Ag and Drainage Inspector 9

Deputy Sheriff 9

Emergency Mgt Director / Deputy 9
HR Specialist 9

IT Systems Administrator 9

Maintenance Supervisor 9

Social Worker 9

Veterans Service Officer 9

Assist to the County Engineer 11

Director of Land and Resource Management 11

Lead Social Worker 11

Assistant Engineer 12

County Recorder 12

Financial Assistance Supervisor 12

Fiscal and Support Supervisor 12

Jail Administrator 12

Chief Sheriff Deputy 14

County Assessor 14

IT Director 14

Social Services Supervisor 14

Director of Family Services 18

Highway Engineer 19

County Aud/Treas/Coordinator 20

Since our last Board Meeting, two jobs have been reviewed and job descriptions have been increased to 
result in the changes in Eligibility Worker and Restorative Justice Manager. We tested the new 
classifications and compensation structure in the MN Pay Equity system. The current system had the 
County at an underpayment ration of 92.5%. Jurisdictions must have above 80% to be in compliant. 
Testing the new compensation structure results in an underpayment ratio above 130%. 
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IMPLEMENTATION OF NEW PLAN
By utilizing a combination of the market data and the job evaluation results, we are proposing a salary 
structure that is competitive with the market and internally equitable. We created a step and grade 
structure. This improves pay equity underpayment ratio significantly. 

Proposed Pay Plan
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The proposed plan reflects benchmark data and is designed similarly to current compensation structure. 
In the County
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HOW TO MAINTAIN YOUR SALARY PLAN
There are two basic approaches to maintaining your salary plan in future years:



Page 26 of 28
Maple Grove, MN:  Classification and Compensation Services Proposal

SAMPLE JOB DESCRIPTION

Position Summary

Supervise, plan, and coordinate the activities of a variety of finance and accounting services that may 
include, but are not limited to, general accounting, accounts payable, payroll, auditing, bond 
administration, treasury management, special assessment, utility billings, budgeting, and financial 
reporting. Perform complex accounting and analysis work to assess long-term financial plan and ensures 
accurate reporting of the City
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Report the status of City cash and investment accounts.
13. Oversee the utility billing function of the City including the certification of delinquent bills, processing 

of payments, account management, and customer services.
14. Oversee the certification of special assessments including recording and posting receipts and 

reconciling reports.
15. Manage annual renewal of property, liability, and casualty insurance and workers
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important agreements or elicit desired behaviors.
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